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RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY: Office of Central Services DIVISION: Administration
Item No. Description Retention

SUPERCEDES SCHEDULE C-935, dated 6/1/2001

General Office and Correspondence Files

Central Services Division and Department files containing
original incoming letters, copies of outgoing letters,
memoranda, studies, reports, projects, fixed assets inventory,
OSHA 300A reports, directives, policies, and other materials
related to the administration of the agency.

Accounting Records

Files contain office copies of invoices, expenseftravel reports,
purchase orders, direct payments, paid bills, procurement
card logs, etc.

Apgendas and Approved Minutes of Proceedings

Agendas and approved minutes of meetings by special bodies
appointed by the County Executive or jointly by the County
Executive and County Council. Portable document format
(pdf) copies of the approved minutes are generated from
scans of the paper record done to Maryland State Archives
standards, and are used as access copies. These copies are
placed on the Anne Arundel County website.

Personnel Files
Files contain information on current and past employees.

A. Files may contain, but are not limited to copies of
employment applications, annual performance reviews,
reprimands and disciplinary actions, awards, doctor slips,
accident reports, resumes, ete.

B. Reclassifications

Retain for one (1) year, then screen
annually and destroy any material
no longer needed for current
business.

Directives, policies and other
material related to planning and
policy that illustrates the
development of the agency, retain
permanently. Transfer to state
archives every twenty (20) years.

Retain for three (3) years then
destroy.

PDF;:

Retain two (2) years on website,
eight (8) years in archive file, then
transfer to Maryland State
Archives.

Pa . ‘ ,
Scﬂfsf 0 Mﬂ"y/qn/ ﬁz‘fc Archoves
stndards then Mray.

Retain for three (3) years after
termination then destroy.

Retain for three (3) years after
decision is rendered then destroy.

Schedule Approved by Agency or Division Representative

5l lig A

State Archivist
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)
AGENCY: Office of Central Services DIVISION: Administration
Item No. Description Retention
5. Interviews

10.

Files contain completed questionnaires, resumes, position
announcement, interview schedule and interview questions.

Payroll

A. Time sheets and leave request forms

B. Leave Reports

C. Payroll Registers

Budget Records

A. Annual budget submissions,

B. Monthly budget printouts and work papers.

Minority Business Enterprige Program (MBEP) Monthly
Utilization Reports — Files contain contract reports & direct
payment reports summarized by ethnic classifications,
adjusting entries. Each report contains vendor name,
vendor/address number, ethnic classifications, type of
procurement, order date, transaction amount.

MBEP Monthly Program Reports — Files contain information
on outreach activities, number of businesses requesting
technical assistance, meetings & minutes, contacts.

MBEP Year End Utilization Reports (Calendar Year/Fiscal
Year) — Files contain information on Capital Improvement
Program subcontractor reports & spreadsheets, quarterly p-
card reports & spreadsheets, non-mincrity adjusting entries,
contract/purchase order utilization by ethnic classifications
statistics, direct payments summary reports & spreadsheets.

Retain for three (3) years then
destroy.

Retain for three (3) years then
destroy.

Retain for sixty (60) days then
destroy.

Retain for two (2) pay pertods then
destroy.

Retain for three (3) years then
destroy.

Retain for two (2) years then
destroy.

Retain for three (3) years then
destroy.

Retain for one (1) year then destroy.

Retain for three (3) years then
destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)
AGENCY: Office of Central Services DIVISION: Administration
Item No. Description Retention

Litigation Hold: When litigation of a particular matter
commences, or is reasonably anticipated, the Office of
Law will institute a litigation hold to persons involved
in the case. The litigation hold is a memorandum
directing that information relevant to the litigation,
including electronically stored information, must be
preserved and not destroyed. The details of what is
required will be addressed in the litigation hold
memorandum. It is imperative that all recipients
adhere to the directions of the litigation hold, even if it
is contrary to the directives of this retention policy.
Questions regarding how to adhere to the instructions
in the litigation hold can be addressed with the Office
of Law and/or Office of Information Technology, The
Office of Law will notify individuals when they are no
longer subject to the litigation hold.




AGENCY RECQRDS INVENTORY

Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) pacE 1 OF 0

1. Department/Agency 2. Division 3. Unit
Qffice of Central Services Administration

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
General QOffice and Correspondence Files 1997 to 2016

6. Recard Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Original incoming letters, copies of outgoing letters, memoranda, studies reports, projects, fixed assets inventory, OSHA 300A reports, directives,
policies angd ather materials related {o the administration of the agency.

7. Record Series Formal{s) Listall B. Record Series Sequence 5. Volume
—_——
] Letter Size ] Micrafilm [#] Alphabetical Number
[ Legal Size [ computer Tape [ Numerical [¥] File Drawer(s)
O Microfilm Reel(s)
{0 Audio Tape [} Floppy Disk [¥) Chrene ogical J Computer Tape(s)
O other {specify)
[] Bound Book [ Video Tape O Seographicat
10. Annual Accumulation
[ Other (specify) [ Gther (specity) 1
Number
[¥] File Drawar(s)
[ Microfilm Reel(s)
[ computer Tapels)
[T Qther (specify),
11. File is Used 12. File Becomes Inactive Afler

- O paity O weeky ] Monihly [ Aanually

20
Number D Monthi{s) a Year(s)

13. Current Localion(s) {Bldg., Floor, Rapm)
26B0 Riva Roaad, 3 Floor, Management Aide office

14. Is Record Series Duplicated Elsewhera? (I yes, specify agency or office.)

[ Yes Flne

15. Access Restrictlons {If Yes, cite Law(s) & Regulation(s)

[ Yes Fine

16. Audil Requirements

I MNone (] State [ Federal [] Independent

17. Is an Index Sysiem used? If yes, explain briefly and describe requirements

3 ves Fl o

18. Recommende%etention

d%in yeas, Thea .
Scredn annually 4nd destroy material na langer needed for current
business. N
Retain permanently directive, palicies & other material related to
planning & policy that illustrate development of the agency. Transfer to

state archives every 20 years.

19. Name and Title of Preparer 20. Telephone Number | 21. Date

Elizabeth M. Glebus, Sr. Mgt. Asst. 410/222-7645 August 22, 2016

OGS 550-4 (Rav. 1/93)



Instructions =Type or Print a separate form for
each new or revised record series. Forward
with Recards Retention Schedule {0GS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410.799.1830

PAGE 2

1. Department/Agency
Ceniral Services

2. Division 3. Unit

Administration

pUrpOSES.

DEFINITION: RECORD SERIES: A group of related records normally fi ed and used as a unit for reference as well as retention and disposition

4, Record Series Title
Accounting Records

5. Earliest Year/Latest Year

2013 1o 2016

series.}

6. Record Series Description (Briefly describe the types of information/c ocuments/forms found in the series. Include the purpose or function of the

Copies of invoices, expense/travel reports, purchase orders, direct payment, paid bills & procurement card logs.

7. Record Series Formal(s) List all 8. Recard $eries Sequence 8. Volume
—_—2_
[ LetterSize ] Microfim ] Alphabstical Number
O Legatsize (] Computer Tape O Numerical F] File Drawer(s)
[ Micrafilm Reel{s)
O awdio Tape [ Floppy Disk [#] chronowogical [ computer Tape(s)
[0 other {spetity)
D Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
[ Cther (specity) [ Other (specity) e
Number
[ File Drawer(s)
O Microfim Reel(s)
O computer Tape(s)
) Other (specify)__Folders
11. File is Used 12, Flle Becomes Inaclive ARter
—_3
O paity O weekly [¥} Monthly 3 annually Numbar G Month(s) E Year(s)

13. Curreni Lotalion(s) (Bldg., Floor, Roobrn)
2660 Riva Road, 3+ Floar, Management Aide affice

Yes O ne

15, Access Restrictions (If Yes, cite Law(s) & Regutation(s)

O Yes ¥l Mo

16. Audit Requirements

[P None [Jstate [J Federat [J Independent

Oves FlNo

17, Is an Index System used? If yes, axplain briefly and describe requirements

18. Recommended Retention

Retain three (3} years then destroy.

19. Name and Title of Preparer
Elizabeth M. Glebus

21. Date
August 22, 2016

20. Telephone Number
410/222-7645

DGS 5504 (Rev. 1/93)

14. Is Record Series Duplicaled Elsewhere? {If yes, specify agency or office.)

(Facilities Management Division & Risk Managemeni Division)




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 3 of 10

1 DEPARTMENT/AGENCY
Office of Central Services

2 DIVISION
Administration

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored elecironically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Agendas and approved minutes of proceedings

5 EARLIEST YEAR/LATEST YEAR

2016 TO Present

6 INPUT - Identify source of information to be entered

Agendas and approved minutes of meetings by special
bodies (boards or commissions) appointed by the County
Executive or jeintly by the County Executive and County

Council.

Council.

7 OUTPUT - Identify the use/s of information generated by system

Provides public access to agendas and approved minutes of
meetings by boards or commissions appointed by the County
Executive or jointly by the County Executive and County

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Agendas and approved minutes of meetings boards or commissions appointed by the County Executive or jointly by the
County Executive and County Council are scanned to Maryland State Archives standards to generate a portable document
format (pdf) copy that is posted on the Anne Arundel County website (aacounty.org), and available to be read on the home

page of each entity.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Copies of the agendas and approved minutes are given to the Office of Information Technology (OIT) web administrator to
scan to Maryland State Archives standards, generate a pdf, and post on the board/commission website.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Update as needed.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Board/commission websites are maintained by OIT as links to the official Anne Arundel County website — aacounty.org

12 RECOMMENDED RETENTION

Two {2) years on board/commission website, eight (8) years in archive file, then transfer to Maryland State Archives.

13 TYPED OR PRINTED NAME OF
PREPARER
Elizabeth M. Glebus

14 TELEPHCNE NUMBER

410/222-7645

15 DATE

April 30, 2018

16 TITLE OF PREPARER
Sr. Mgt. Asst.

DGS 550-6 (rev. 10/12)



http://aacounty.org
http://aacounty.org

Instructions ~Type or Print a separate form far DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series.  Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 paGE_ 3 OF 1o
Jessup, Maryland 20794
410-79%-1930
1. Department/Agency 2. Division 3. Unit
Office of Central Services Administration

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4_Record Series Title 5. Earliest Year/Latest Year
Minutes and recordings of proceedings 2016 to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Approved minutes and recordings (if applicable) of meetings by special bodies appointed by the County Executive or jointly by the County Executive
and County Council.

7. Record Serias Format{s) Listal 8. Record Serles Sequenca 9. Volume
R, P
[] Letter Size  [] Microfiim [#] Alphabeteat Nurmber
[ Legat Size  [] Computer Tape [ Numerical [¥] File Drawerts)
[ microfim Reel(s)
O audioTaps [ Fleppy Disk [7] chronolegical 0 computer Tape(s)
3 Cther (specify),
[0 Bound Book [ Video Tape J Geograpnical
10. Annual Accumulation
O Other {specify), [ other (specifyy —12____
Numbar

[ Fite Drawar(s)

[ microfitm Reel(s}

[ Computer Tapa(s}

[7] Other (specify)___Folders

11, File is Used 12, File Becomes Inactive After
s
0 oaily [ weekiy 1 Menthty [ Annually Number [O™entnis) [ Year(s)
43, Current Location(s)  {Blag., Floer, Room) 14. Is Record Seres Duplicated Elsewhere? (If yes, specify agency or office.}
2680 Riva Road, 3¢ Floor, Management Aide office [ ves [ No
15. Access Restrictions {If Yes, cile Law(s) & Regulation(s) 16, Audil Requirements
] Yes [ Ne

[l None (] state [JFederal []Independent

17, Is an Index System used? If yes, explain briafly and describe requiraments 18. Recommended Retention

O ves # ne |
arehives. Scad o Mﬂfﬂqnj Steite Ar(_,l,.'va,s X

51n4quJs Then ol&;i-ra fapu‘. Liaces retam
10 years aad #ms-ﬁr);v msy,

18, Name and Title of Preparer 20. Telephone Number | 21, Date
Elizabeth M. Glebus 410/222-7645 August 22, 2016

DGS 5504 (Rav, 143)



Instructions —Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

Jessup, Maryland 20794
410.799-1930

PAGE ___ 4 OF w__

1. Department/Agency
Office of Central Services

2. Division 3. Unit

Administration

pUrposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Personnel Files

1998

5. Eariest Year/Latest Year
to 2016

series.)

disciplinary aclions, awards, doclor slips, accident reports, resumes, reclassifications, elc.

6. Record Series Description (Briefly describe the types of informationfdocuments/forms found in the series. Include the purpose or funclion of the

Current employee files that may contain but are not limited to copies of employment application, annual performance raviews, reprimands and

7. Record Series Formal(s) List all
] Letter Size (] Microfilm
(O Legat Size ] Computer Tape

[ Audio Tape  [] Floppy Disk

8. Record Series Sequence 9. Voluma
1
[#] Atphabetical Number
[ Mumericat [] File Drawer{s}

[ Microfitm Reel(s)

[0 chronological [ computer Tape(s}

[J other (specify)
O eound Book ] video Tape [0 Geographicatl
10. Annual Accumulation
O Other (specity) [ Other (specify) 50
Number
O Fite Draweris)
[ Microfim Reslis)
[ computer Tapa(s)
[¥] Cther (specity) Pages.
11. Fite is Used 12. File Becomes Inactive After
O Daity [ Weekly [#] monihiy O Annually Mumber {OMonthis)  [J Year(s)
12. Currend Locationfs)  {Bldg., Floor, Room) 14. ks Record Series Duplicaled Elsewhere? (If yes, specify agency or office.)
2660 Riva Road, 3 Floor, Management Aide office [ Yes ¥ Ne
15. Access Restriclions {if Yes, cite Law(s) & Regulation(s) 16. Audit Requiremenis
Oves [Ine
[ None [1siate [] Federal [ independent
17. Is an Index System used? If yes, explain briefly and describe requi 18. Recommended Retention
O Yes Na i -
Retain employee files for three (3) years after termination then destroy.
Relain reclassifications for three (3) years after decision is rendered
then destroy.

19. Name and Title of Preparer
Elizabeth M. Glebus

20. Telephone Number
410/222-7645

21. Date
August 22, 2016

DGS 550-4 (Rav. 193}




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions —~Type or Print a separate form for
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, £.0. Box 275

Jessup, Maryland 20794
410-799-1930

each new ofr revised record series. Forward

with Records Retention Schedule (DGS 550-1) ragE 5 or o

1. Depariment/Agency 2. Division 3. Unit

Office of Central Services Administration

DEFINITION: RECORD SERIES: A group of related recards normally filed and used as a unit for reference as well as retention and disposition
PUrposes.

4. Record Series Title 5. Earliest Year/Latest Year

Interviews 2013 ta 20168

6. Record Series Description (Briefly describe the types of information/documents/farms found in the series. Include the purpose or function of the
series.)

Interview files cantaining completed questionnaires, resumes, position announcement, interview schedule and questions.

7. Recard Series Farmat{s) Lisiall 8. Record Seres Sequence 9. Volume
| PR
[#] Lettersize  [] Microfim [¥] Alphabetical Number
(O Legatsize (] Computer Tape O Numerical [¥] File Drawen(s)
O Microfilm Reel{s)
O Audio Tape [ Flappy Disk [ chrorological [ computer Tape(s)
[ other {spacify)
[7] Bound Boak [ Video Tape O Geographicat
10. Annwal Accumulalien
[ olher (specify) [ Other (specily) ______ _ 3
Number
O File Draweris)
[ Micrefilm Reel(s)
[ computer Tape(s)
[¥] Other (specify) Pages
11. Fite is Used 12. File Becomes Inactive After
3
O oaity O weekly [#] Monthiy {1 Apnualty Number OMontnis) ) Yearis)

13. Current Location{s)  (8Idg., Floor, Room}

2660 Riva Raad, 3' Floor, Management Aide affice

14. Is Record Series Duplicaled Elsewhera? (If yes, specify agancy or office.)

[ Yes [ No

15. Access Restrigtions (If Yes, cite Law(s} & Regulation{s)

0 ves ¥ Mo

16, Audit Requirements

None [ Stata [J Federal [] Independent

17, 15 an Index Sysiem used? If yes, axplain briefly and describa requirements

O Yes [ Mo

18. Recommended Relention

Retain interview files for three (3) years after selection then destroy.

19. Name and Title of Preparer
Elizabeth M. Glebus

20. Telephone Number
410/222-7645

21. Date
August 22, 2016

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

DEPARTMENT QF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watertoo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1530

Instructions —Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) PaGE 6 OF 0

1. Department/Agency 2. Divisian 3. Unit

Office of Central Services Administration

DEFINITION: RECORD SERIES: A group of relaled records normally filed and used as a unil for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Payrall 2013 o 2016

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or funclion of the
series.)

Timesheets, leave request forms, leave reports and payroll registers,

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
_ 1
Letter Size  [] Microfilm [7] Aphabstical Number
[Otegatsize  [JComputer Tape O Numerical ] File Drawer(s)
[ Microfilm Reels)
[J Audio Tape  [] Floppy Disk [¥] Chronalogical (O Computer Tape(s)
{3 Other {sporify)
[ Bound Book [ Video Tape [} Geographical
10. Annual Accumulalion
O other (specity) (O Other (specify) 280
Number
[ File Draweris)
[ Microfilm Reelis)
[ computer Tapeis)
] Other (specify}__Pages
11, File is Used 12. Fite Becomes Inactive Afler
3 ___
O oaiy M weecky Monthty O annuaty Numiber O Monmisy 7] Yearis)

13. Cumrent Location(s) {Bldg., Floor, Room}
2660 Riva Road, 3™ Flaor, Management Aide office

14. Is Record Series Duplicated Elsewhere? (I yas, specify agency or office.)

O Yes [ No

15. Access Resinclions (If Yes, aite Law(s) & Regulation(s)

[ ves ) No

16. Audii Requirements

None [JState [J Federal [ Independent

17. Is anIndex Sysiem used? If yes, explain briefly and describe requirements

O ves ¥ No

18. Recommended Retention

Retain timesheels and leave request forms for three (3) years then
destroy.

Retain feave reports for sixty (60) days then destroy.

Retain payroll registers for two (2) pay periods then destroy.

19. Name and Title of Preparer
Elizabeth M. Glebus, Senior Management Assistant

20. Telephone Number
410/222-7645

21. Date
August 22, 2016

DGS 550-4 {Rav. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT QF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record seties. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule {DGS 550-1) 7275 Walerloo Road, P.O. Box 275

Jessup, Maryland 20794
440-789-1930

PAGE T OF __ 10 __

1. Department/Agency 2. Division 3. Unit
Office of Central Services Administration

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition

purposes.
4, Record Series Title 5. Barliest Year/Latest Year

Budget Records 2013 to 2016

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Annual budget submissions, monthly budget printout and work papers.

7. Recard Sertes Formai(s) List all 8. Record Series Saquenca 4. Volume
_1
[¥] LetterSize [ Microfilm [ Atphabetical Number
O Legal Size  [] Computer Tape [ Numerical [ Fite Drawer(s)
O Microfitm Reel(s)
[ audie Tape ] Fleppy Disk [¥] chronological O Computer Tape(s)
[7] Other (zpecity), Shelf i’
[J Bound Back [ Videa Tape [ Geographical
10. Annual Accumulalion
O cther (specity) O Other (spacityy ______ I B
Number
) Fike Drawer(s)
[ Mitrofim Reel(s)
O computer Tape(s}
Olher {specify) Binder,
11. Fitlg is Used 12. File Becomes Inactive After
3
O oaily O weekly O Menthly 1 Annualy Numbaor O Month(s)  [F] Year(s)
13, Cumenl Location(s)  (BMdg., Floor, Room) 14, Is Record Series Duplicated Elsewhers? (Il yes, specity agency or affice )
2660 Riva Rd, 31 Floor, Senior Management Assislant's office O ves No
15. Aceess Restrictions (if Yes, cile Law(s} & Regulalion(s} 46. Audit Requiraments
O Yes HNo

FlNone (JsStete [ Federal [ Independent

17. |5 an Index Systern used? If yes, explain briefly and describe requirements 18. Recommended Retention

O ves F Ne )
Retain annual submission for three (3) years then destroy.

Retain all other papers for two (2) years then destroy.

18. Name and Title of Preparer 20. Telephone Number | 21. Date
Elizabeth M. Glebus 410/222-7645 August 22, 2016

DGS 550 (Rev. 1/83}



Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Relention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE _8 OF 10,

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit
Minority Business Enterprise Program

{MBEP)

Qffice of Central Services

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposilien
purposes. :

5. Earliest Year/Lalest Year
2012 to 2015

4. Record Series Title
MBE Utilization Manthly Reports - Contracts/Direct Payments

6. Recard Series Description (Briefly describe the types of information/dacuments/forms found in the series. Include the purpose or function of the
series.) Documents include: ethnic classifications, PO number, procurement type, transaction date, amount, vendor number, vendor name

Purpose: work sheet used to reclassify information, record summaries, prepare monthly, quarterty, annual MBE utilizatien reports

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
1._._.
X Letter Size [ Microfim [0 Alphabelical Number
[ Legal size ] Computer Tape O Numerical x File Drawer(s}
(] Micsofitm Reel(s)
D Audia Tape D Floppy Disk X Chronelogical [ Computer Tapets)
[ Other (specity),
[ eound Book [} Video Tape (] Geographicat
10. Annual Accumulation
[ other (specify) [J aiher (specityy 12___
Number
[ File Drawer(s)
O Microfitm Reel(s)
O computer Tape(s)
X Other {specily)_Fualders,
11, File is Used 12, File Becomes Inactive After
I
{3 Daily [ wesky X Monthly [ Arnuaty Number [J Monin{sy X Year(s)

14. Is Record Series Duplicated Elsewherg? (If yes, specify agancy or office.)
[ Yes X No

13. Gurrent Localion{s)
2660 Riva Rd - 3 fioar

(Bldg., Floor, Reom)

15. Access Resltrictions (If Yes, cite Law(s) & Regulalian{s)
Oves XnNo

16. Audit Requiremends

X None []State [JFederal [JIndepandent

17. Is an index System used? I} yes, explain briefty and describe requirements

18. Recommended Retention 3YRS Then destry
O Yes X No ’ y

21. Date
10/3/16

20. Telephone Number
410/222-7620

19. Name and Title of Preparer
Joanne Jackson, M/SBE Coordinator

OGS 5504 (Rav. 1/9)



Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Recards Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE __ 9 OF ___ 10,

1. Department/Agency
Office of Central Services

2. Division
Minarity Business Enterprise Program (MBEFP)

3. Unit

purposes.

DEFINITION; RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
MBE Monthly Program Report

5. Earliest Year/Latest Year
__2011_ o __ 2018

reports, p-card statements/logs, management time sheets
Purpose: identify monthly MBE aclivities, engagements, contacts

6, Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of

the series.) Information includes: monthly administrative report/CSO, outreach activities, meetings & minutes, requests for information, expense

x Daily [ weekly O Montay

O Arnualty

9

Number 3 Monthis)

7. Record Senes Format(s) List all 8. Record Series Sequence 8, Volume
1-——
X Letter Size ] Microfilm [ Alphabetical Number
O vLeqaisize {7 Computer Tape 3 Numerical x File Crawer(s)
O Mierofom Reel(s}
[ Audio Tape [ Floppy Disk X Chronologicat ] Compuler Tape(s)
O Other (specify).
[} Bound Baok [ Video Tape O Geographical
10. Annual Accumutation
[ Other (specify) O other {specity) I I
Number
[ File Drawer(s}
O Microfiim Resl(s)
O computer Tape{s)
X Qlher {specify)___Folders,
11, File is Used 12, Fite Becomes Inaclive Atler

X Year(s)

13. Curreni Lacation(s)
2660 Riva Rd, 3@ A

(Bldg., Floor, Roam)

O Yes x[J No

14. Is Record Series Dupticated Elsewhere? (If yes, specify agency or office.)

15, Access Restriclions (If Yes, cite Law(s) & Regutation{s}
Cves x No

16. Audit Requirements

X None [ State [] Federat (] Independent

[dves xMNo

17. is an Index System used? If yes, explain briefly and describe requiremenis

18. Recommended Retention (1) year theq CIE-&"TD);

19. Name and Title of Preparer
Joanne Jackson, M/SBE Coordinator

21. Date
10/3/16

20. Telephone Number
410/222-7620

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

AGENCY RECORDS INVENTORY

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterlog Road, P.O. Box 275

Jessup, Maryland 20734
410-795-1930

PAGE i)

1. Department/Agency
Office of Central Services

2. Diviston 3. Unit
Minority Business Enterprise Program

(MBEP)

purpases.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit far reference as well as retention and disposition

4. Record Series Title
MBE Year End Utilization Reports (CY/FY)

5. Earliest Year/Latest Year
2012__to 2015__

MBEP utilization reports

6. Record Series Description (Briefly describe the types of infarmation/documents/forms found in the series. Include the purpose or function of the
series.) Infarmation includes: Capital Improvement Program subcontractor reports identified by project number, project name, contractor name, bid
opening date, Natice To Proceed date, subcontract award, subcontractar name, ethnic classification, subcontract award, project manager name; and
guarterly p-card reports identified by vendor name, category description, address, total spend, ethnic classification/certifications

Purpose: worksheets used to record Minority/Women Business Enterprise subcontract awards, classify/reclassify vendor information; prepare annual

7. Record Series Format(s} List all

[0 tetter Size  [] Microfim

X LegalSize [ ] Computer Tape
[J Audie Tape  [] Floppy Disk
[ Bound Beok [ Video Tape

[ Other (specity)

8. Record Series Sequence
X Alphabetical

3 Numericz!

X Chronalogical

D Geographical

[ other (specify)

9. Valume
1

Number

X File Drawar{s)
3 Microfilm Reel(s)
[ Computer Tapeis)
[ Other (specify}.

10. Annual Accumulation
1

Number

[0 File Drawer{s)

[ Microfilm Reel(s)

D Compuler Tape(s)

X Qlher {spacify)__Folder,

1. File is Used 12, Fits Becomes Inactive After
3
3 Oaily [ Weekty [0 Montnly X Annually Numbar [ Monin(s) X Year(s)

13. Curreni Location(s}
2860 Riva Rd, 22 )

{Bldg., Floor, Room)

X Yes

14. 15 Record Series Ouplicated Elsewhere? (Il yes, specify agency or offica.)

Owne

Purchasing Office/P-card administrator

15. Access Restrictions {If Yes, cite Law{s) & Regulalion(s)
[ Yes X No

16. Audit Requiremeals

X None [] State (] Federat [] Independent

17. Is an Index System used? If yes, explain briefly and describa requirements
] ves X No

18. Recommended Retention Syears! T‘lcq q/g__;-frﬁ)/

19. Name and Title of Preparer
Joanne Jacksan, M/SBE Coordinator

20. Telephone Number
410-222-7620

21. Date
10/3/16

DGS 550-4 (Rev, 1/93)




